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TRAIN Florida Training Plans

Training Plans are groups of trainings assembled by TRAIN Florida Administrators to shorten the
steps for locating courses, or a series of courses, designed for specific learners. Training Plans can
be used for tracking and reporting minimum training requirements, as well as, certifications and
credentialing.
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You must have the LMS Administrator role Training Plan Manager to access and manage the plans
in the system. Only LMS Administrators can remove learners from Administrator assigned training
plans. Learners may remove themselves from self-assigned training plans.

For more in-depth information on training plans, please visit the DOH LMS TRAIN Florida Master
Training Plan Guidelines document located on the Administrators Knowledge Center webpage in
the Support Documents section.

Removing a Learner

Step 1: Loginto TRAIN Florida

Step 2: From your home page - Click on Administration in the top blue navigation bar.
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Step 3: On the left navigation bar, click Courses then Training Plan or Training Plan Tools then
Manage Training Plans.
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Step 4: Find the appropriate Training Plan in the list and click the Assign to Users (book ) icon.

NOTE: By default, the Training Plan page will display a list of all Training Plans that are
available to you, based on your Training Plan Manager role.
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statute, rule, or the Department. Current employees must enroll
and complete annual mandatory trainings between July 1 and

December 31 each year.

Courses that all employees must complete annually are:

a. "FDOH Mandatory Refresher”

b. "FDOH Information Security and Privacy Awareness”
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Step 5: The next page will display a list of learners currently assigned to the Training Plan.

Locate the learner(s) you wish to remove - Place a check next to the learner(s) name and
click the Remove Selected Users button.
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Assigned Users:
Status

Login Name

Training Plan By Users - FDOH Annual Mandatory Training Plan

Tip: Status indicates only required courses.
Tip: Check box in the table title to select all rows.

User Name

Email selected users

Target date
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Step 6: After the learner(s) have been removed - Click the Back button to return to the Training
Plan homepage.

NOTE: Only LMS Administrators can remove learners from Administrator assigned
training plans. Learners may remove themselves from learner assigned training

plans.
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Keep in Mind:
Only LMS Administrators can remove learners from Administrator assigned training plans.

Learners may remove themselves from self-assigned training plans.

If you have any questions or need assistance regarding How to Remove a Learner from a Training
Plan, please contact your organization’s Site Administrators.

For the DOH LMS Site Administrators please call 850-245-4008 or email
DOHLMSSupport@flhealth.gov .
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